








MEepicaL PROGRAMS

PHLEBOTOMIST
ELEMENTS:
* Basic Phlebotomy

e Classroom Lab

* Advanced Didactic Phlebotomy

Instruction

SOFTWARE: A CD-ROM accompanies the
phlebotomy textbook.

EMPLOYMENT OPPORTUNITIES:

* Certified Phlebotomy Technician 1 in a clinical
lab setting.

COURSE INFORMATION:
Basic Phlebotomy

This class provides the basic 20 hours of beginning
didactic training in phlebotomy required by the California
Department of Health Services. Also included are
additional hours of classroom lab time. Externships are
available for students planning to apply for state CPT1
certification and who meet both the school and clinical
requirements. Some externship sites require verification
of immunizations in accordance with the policies of the
clinical lab site. Class components include: Infection
control, basic anatomy, medical terminology, patient
identification, proper vein selection and skin puncture
selection, collection equipment, post puncture care, and
waste disposal.

Students practice on each other or can bring a volunteer
(over 18 years old) for the classroom lab. Dates and
times will be announced in class. Attendance to all
classes in the session is required.

Prerequisite for enrollment: Proof of a high school diploma
RU *(" LV UHTXLUHG DQG VWXGHQ
ROGHU WR HQUROO LQ WKH FODV

certification.)

WV PXVW EH

EVENINGS

COURSE INFORMATION (CONT’D):

Advanced Didactic Phlebotomy Instruction

This class has been approved by the California
Department of Health Services to provide a minimum
of 20 hours of advanced didactic (theory) classroom
instruction. After successful completion of basic
phlebotomy, advanced phlebotomy, and the externship,
the student is eligible to take the state and nationally
recognized exam for Certified Phlebotomy Technician
1 (CPT1). Attendance to all classes in the session is
required.

Class components include: Advanced infectious disease
control and biohazards, anticoagulation theory, knowledge
of pre-analytical sources of error, anatomical site selection
and patient preparation, risk factors and appropriate
responses to complications, recognizing problems and
taking corrective actions with specimen processing and
transport, communication skills, ethics and legal issues,
and quality assurance for accurate and reliable results.

Independent study lab sessions are available for students
who wish to prepare for the State Exam after completing
the basics and advanced courses and the externship.

Practical Externship to be arranged

Prerequisitess 3SKOHERWRPLVWY ZLWK SUHY
HGXFDWLRQ DQG H[SHULHQFH ZLOO (
GRFXPHQWDWLRQ RI KDYLQJ RU |
WUDLQLQJ LQ SKOHERWRP\ $00 VW,
FRPSOHWHG D KRXU VWDWH DSSUR

PXVW EULQJ GRFXPHQWDWLRQ
VKRZLQJ D PLQLPXP RI YHQLSXQFW
RQ UHDO SDWLHQWYV RI YDU\LQJ DJH\
OHULILFDWLRQ PXVW EH RQ HPSOR\H/!
6SHFLILFDWLRQV DUH OLVWHG LQ 7L
5HIXODWLRQV

\HDUV RI DJH RU
7KLY LV DOVR D UHTXLUHPHQW IRU V
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MEepicAL PROGRAMS

PHysicAL THERAPY AIDE
ELEMENTS:

* Anatomy & Physiology

* Business English

* Computer Operating System
Fundamentals

* Computer Spreadsheet/Graphics
Fundamentals

* Computers in the Medical Office
* Electronic Calculator

* Keyboarding 1

* Medical Insurance Billing

* Medical Records Management

* Medical Terminology

* Physical Therapy Aide Skills

* Physical Therapy Aide Theory

* Word Processing 1

SOFTWARE: A.D.A.M® The Inside Story,

Microsoft Excel, Microsoft Word, Medisoft

Or1iONAL COURSE ENHANCEMENTS:
Interactive Anatomy Lab
Internet Basics

Math Intermediate

EMPLOYMENT OPPORTUNITIES:
* Chiropractic Assistant
* Health Care
Coordinator
* Medical Receptionist
* Physical Therapy Aide
¢ Unit Clerk

21 WEEKS

COURSE INFORMATION:

hysical therapy aides work directly with patients

under the supervision of a physical therapist. They
provide routine treatments, assist with supportive
devices, and may also keep inventory records of
supplies and equipment.

To ensure competency in the clerical tasks, the physical
therapy aide program presents courses in keyboarding,
business English, electronic calculator, and record
management.

In medical insurance billing, students learn procedures
for completing Medicare, Workers’” Compensation,

Medi-Cal, Medicaid, Champus, and Superbill forms.

The medical terminology course covers basic medical
word roots, prefixes, and suffixes. The anatomy and
physiology course presents the fundamental body
structures and functions. The course begins with
anatomical positions and progresses through each of the
ten systems of the body.

The physical therapy aide courses teach the background
theory relevant to working in the physical therapy
setting. Observation, reporting and charting, preparation
for patient care, transfer techniques, therapeutic
exercises, physical therapy agents and modalities, range
of motion exercises and specialized therapies are taught
in the course modules.

During the physical therapy aide skill section,
the student practices the skills required of
the physical therapy aide in a realistic setting.
Students learn the basic skills required for
scheduling an appointment and completing a
medical record. Vital signs, body mechanics,
and wheelchair transfer techniques are also
covered.

Technology Development Center
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Accounting Programs

Karl Akkerman, Instructor
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Little minds are tamed and
subdued by misfortune;
but great minds rise
above _'t__l_lem.

—Washﬁig’ton Irving
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AccouNTING PROGRAMS

AcCCOUNTING CLERK

ELEMENTS:
* Accounting 1 & 2
* Accounts Payable/Receivable
* Business English
* Business Math
* Computer Business Forms
* Computer Operating System Fundamentals
* Computer Spreadsheet/Graphics 1
* Electronic Calculator
* Keyboarding 1
* Record Management

* Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel

OprTIONAL COURSE ENHANCEMENTS:
Computerized Accounting Simulation
Internet Basics

Payroll Accounting

EMPLOYMENT OPPORTUNITIES:
* Accounts Payable Clerk
* Accounts Receivable Clerk
* Billing Clerk
* Hotel Clerk
* Record Clerk

Technology Development Center

18 WEEKS

COURSE INFORMATION:

R?cord keeping is one of the most important
unctions of any office, and accurate fiscal
records are probably the most critical of all in
maintaining a successful business. Accurate and
responsible accounting clerks are always in demand.
The accounting clerk occupation is found in every
industry and is one of the top fifty occupations in
California with the largest growth.

Accounting clerks perform such tasks as keeping
checking account records, posting ledgers,
maintaining stock and inventory control, collections,
issuing checks against purchase orders and
merchandise received, preparing invoices and bills
for payment, processing and filing invoices, checking
invoices, bills, etc., for accuracy. Clerks may enter,
verify, and recall a variety of information on a
computer from various source documents.

The accounting clerk program prepares students
to understand and use office technology in order
to produce accurate information quickly. Students
work with the latest software in a business-like
setting, receiving hands-on experience with
electronic calculators and computers.

Accounting courses provide instruction in
calculating, posting, and verifying financial data
and business transactions. Students prepare
vouchers, invoices, financial statements, reports,
and other documents while learning to use
computer spreadsheets and document management.
Keyboarding, business English, and business math
provide the foundation skills for success.

The Microsoft Windows course provides an
introduction to managing computers and organizing
files on disks using the Windows operating system:s.

5200 Valentine Road ¢ Ventura, California 93003 * (805) 289-1744 « TDD (805) 676-7365
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AccouNTING PROGRAMS

ACCOUNTING SUPPORT CLERK
ELEMENTS:

e Accounting 1 Fundamentals

* Accounts Payable/Receivable

* Business Math Intermediate

* Computer Business Forms

* Computer Operating System Fundamentals

* Computer Spreadsheet/Graphics 1

 Data Entry 1 Fundamentals

e Data Entry 2

* Electronic Calculator

* Internet Fundamentals

* Keyboarding 1

* Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft Excel,
Microsoft Word, Data Entry Activities for
Microcomputers

OPTIONAL COURSE ENHANCEMENTS:
Computer Database
Computer Spreadsheet/Graphics 2
Keyboarding 2

EMPLOYMENT OPPORTUNITIES:
* Clerk Typist
* Customer Service Representative
* Data Entry Clerk

Desk Order Clerk

General Office Clerk

Insurance Clerk

* Inventory Control Clerk
* Phone Order Clerk
* Sales Support Clerk

¢ Word Processor

16 WEEKS
COURSE INFORMATION:

he Accounting Support Clerk curriculum

is designed for people with little or no prior
computer experience. It is for people who are
interested in learning what computers can do and how
to operate and access various software applications
that require data entry.

Subjects covered include computer operating systems,
keyboarding, electronic calculator, data entry, word
processing, and computer spreadsheets.

Accounting projects include accounts receivable,
accounts payable, payroll, census survey, auto
insurance application, and driver’s license
applications. Students will be introduced to
fundamental accounting principles and concepts.

Upon completion of the required courses, students will
be proficient in gathering data, entering data using
specified procedures, and interpreting output received
from the computer during processing.
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AccouNTING PROGRAMS

CoMPUTERIZED FINANCIAL ACCOUNTING

ELEMENTS:
e Accounting 1 & 2
* Business English
* Business Math and Banking Concepts
* Computerized Accounting Simulation
* Computer Database Fundamentals
* Computer Operating System Fundamentals
* Computer Spreadsheet/Graphics 1 & 2
* Electronic Calculator
* Keyboarding 1
* Payroll Accounting
* Payroll Simulation
* QuickBooks Pro
e Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft Access,
Automated Accounting, QuickBooks Pro

Or110NAL COURSE ENHANCEMENTS:
Accounting 3
Computer Database Enhancements

Internet Basics

EMPLOYMENT OPPORTUNITIES:
* Accounts Payable Clerk
* Accounts Receivable Clerk
* Data Entry Clerk
* Desk Order Clerk
* Full-Charge Bookkeeper
* Insurance Clerk
* Inventory Control Clerk
* Phone Order Clerk
* Sales Support Clerk

Technology Development Center

26 WEEKS

COURSE INFORMATION:
he backbone of any corporate business office is the
budgeting and accounting department. The
computer brings the key elements of speed and
accuracy together.

Computerized accounting students learn accounting
theory, proper keyboarding/electronic calculator
techniques, and payroll procedures. Spreadsheet,
database, and word-processing concepts are
incorporated in the computer accounting curriculum
along with the computer operating system.

Each student completes several business simulations
covering general ledgers, accounts receivable,
accounts payable, and payroll. At the end of the
simulations, the student will have completed the
entire accounting cycle on the computer, including
creating a chart of accounts, analyzing and entering
journal transactions, preparing adjusting entries, and
preparing a trial balance. Students will prepare an
income statement, balance sheet, and owner’s equity
statement. The latest software also offers integration
with other applications by importing spreadsheets and
word documents via copy and paste capabilities.

Students may prepare to take the Microsoft Excel
MOS Certification Exam.

5200 Valentine Road ¢ Ventura, California 93003 * (805) 289-1744 « TDD (805) 676-7365
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AccouNTING PROGRAMS

CoMPUTERIZED FINANCIAL ACCOUNTING (FAST TRACK)

PREREQUISITES: Math test, proficiency in keyboarding

ELEMENTS:
* Accounting 1 & 2
* Business Math and Banking Concepts
* Computer Accounting Simulation
* Computer Operating System Fundamentals
* Computer Spreadsheet/Graphics 1 & 2
* Electronic Calculator
* Keyboarding Review
* QuickBooks Pro

* Word Processing Fundamentals

SOFTWARE: Microsoft Windows, Microsoft Word,
Mcrosoft Excel, QuickBooks Pro, Automated

Accounting

OpPTIONAL COURSE ENHANCEMENTS:
Accounting 3
Computer Database
Internet Fundamentals

Payroll Accounting

EMPLOYMENT OPPORTUNITIES:
* Accounts Payable Clerk
* Accounts Receivable Clerk
Data Entry Clerk
Desk Order Clerk
Full-Charge Bookkeeper

Insurance Clerk

Inventory Control Clerk
Phone Order Clerk
Sales Support Clerk

16 WEEKS
COURSE INFORMATION:

his Fast Track course is designed for the student
who is proficient with keyboarding and can
demonstrate basic math skills.

Fast Track computerized financial accounting students
will learn accounting theory, electronic calculator
techniques, spreadsheets, QuickBooks, and word
processing concepts.

Each student completes two business simulations
covering general ledgers, accounts receivable,
accounts payable, and payroll. At the end of the
simulations, the student will have completed the
entire accounting cycle on the computer, including
creating a chart of accounts, analyzing and entering
journal transactions, preparing adjusting entries, and
creating a trial balance. Students will prepare an
income statement, balance sheet, and owner’s equity
statement. The latest software also offers integration
with other applications by importing spreadsheets and
word documents via copy and paste capabilities.

Students may prepare to take the Microsoft Excel
MOS Certification Exam.

Technology Development Center
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AccouNTING PROGRAMS

DAtA ENTRY/INVENTORY TECHNICIAN
ELEMENTS:

* Business Math

* Computer Database

* Computer Operating System Fundamentals

* Computer Spreadsheet/Graphics 1

* Computerized Inventory

* Data Entry 1 Fundamentals

* Data Entry 2

* Electronic Calculator

* Internet Basics

* Keyboarding 1

* Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft Access,
Data Entry Activities for Microcomputers,
Internet Explorer.

Opr11ONAL COURSE ENHANCEMENTS:
Computer Spreadsheet/Graphics 2
Speed and Accuracy
Word Processing 2

EMPLOYMENT OPPORTUNITIES:
* Clerk Typist
* Customer Service Representative
* Data Entry Clerk
* Desk Order Clerk
* General Office Clerk
Hospital Admitting Clerk

Insurance Clerk

Inventory Control Clerk
Phone Order Clerk
Sales Support Clerk

Technology Development Center

19 WEEKS

COURSE INFORMATION:

he Data Entry/Inventory Technician curriculum

is designed for people with little or no prior
experience on the computer. It is for people who are
interested in learning what computers can do and how
to operate and access various software applications,
including data entry, with a focus on inventory control
techniques.

Subjects covered include computer operating systems,
keyboarding, electronic calculator, data entry, word
processing, and computer spreadsheets. A special
module covering computer inventory teaches students
to maintain records of the value and quantity of
materials, equipment, merchandise and supplies.

Upon completion of the required courses, the
student will be proficient in gathering and entering
data, specifying procedures, and interpreting output
received from the computer during processing to
ensure reliable data entry.

41
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AccouNTING PROGRAMS

PAYROLL TECHNICIAN
ELEMENTS:

e Accounting 1

e Accounting 2

* Business Math

e Computer Database Fundamentals

* Computer Operating System
Fundamentals

e Computer Spreadsheet/Graphics
Fundamentals

e Computerized Accounting Simulation
e Electronic Calculator

» Keyboarding Review

* Payroll Accounting

* QuickBooks Pro

* QuickBooks Pro Payroll Simulation

» Word Processing Fundamentals

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft Access,
QuickBooks Pro, Automated Accounting

OPTIONAL COURSE ENHANCEMENTS:
Business English
Computer Business Forms
Computer Spreadsheet/Graphics 2
Speed/Accuracy

EMPLOYMENT OPPORTUNITIES:
* Payroll Clerk/Specialist
* Billing Clerk
* Data Entry Clerk
* Accounting Clerk
* Accounts Receivable Clerk
* Accounts Payable Clerk

¢ General Clerical

16 WEEKS
COURSE INFORMATION:

irtually every company that hires employees must

have a payroll department. Each student will
learn the principles of payroll, from time card editing
to preparing weekly, monthly, or semimonthly payrolls
on a computerized accounting system.

The Payroll Technician compiles employee payroll
data, enters data, reconciles errors, keeps records of
employee leave and sick time, calculates withholdings,
and may prepare and issue payroll checks. This
position may interact with employees, their
supervisors, and the accounting department as well as
management in any size company.

This program is designed to teach the accounting
background, theory, and computer applications
most associated with payroll duties in a business or
accounting firm environment to a student who has
little or no computer knowledge.

Subjects covered include business math, electronic
calculator, accounting, QuickBooks Pro, computer
payroll accounting, computer operating system, word
processing, keyboarding, and accounting simulation.

Upon completion of the program, a student will have
the competencies to secure employment in a variety
of positions including payroll clerk, accounting clerk,
data entry and general clerical. The student will

be able to understand primary business accounting
functions, use a computer to enter and compile data,
and calculate accurate payroll.
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Business Programs

Claudia Young, Instructor
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BusiNEss PROGRAMS

ADMINISTRATIVE ASSISTANT

ELEMENTS:
* Administrative Assistant Simulation
* Alphabetic Indexing
* Business English
* Computer Database 1
* Computer Operating System Fundamentals
e Computer Spreadsheet/Graphics 1
* Electronic Calculator Fundamentals
* Keyboarding 1
* Transcription 1

* Presentation Graphics

* Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint,
Microsoft Access, software designed to
prepare for MOS exam

OprTIONAL COURSE ENHANCEMENTS:
Computer Spreadsheet/Graphics 2
Outlook/Internet
Shorthand

EMPLOYMENT OPPORTUNITIES:
* Word Processor
* Office Assistant
* Personnel Clerk
* Receptionist
* Typist Clerk

¢ Administrative Assistant

18 WEEKS

COURSE INFORMATION:

ffices could not run effectively without

administrative assistants; they are the backbone
of the business world. Although office technology
is certain to continue, many job duties are not easily
automated. Job duties such as working with clients,
planning conferences, making travel arrangements,
and transmitting staff instructions require tact and
good communication skills. The most valuable asset
of successful assistants is discretion, since they will
undoubtedly deal with confidential matters.

This successful program begins by building a solid
foundation with essential office skills.

Students will learn to use the computer as an
indispensable desktop tool by learning word processing
and spreadsheet design with the latest office
technology. Using the multiple functions of Word, the
student will complete the transcription course, gaining
the skills necessary to transcribe from recordings,
while developing an awareness of career opportunities
in word processing.

This training is culminated by the completion of an
administrative assistant simulation. This is used as
reinforcement for previously learned skills, while
providing experience completing realistic clerical
assignments.

Students may prepare for the Microsoft Word MOS
certification exam upon the completion of this
curriculum.
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BusiNEss PROGRAMS

BUSINESS ADMINISTRATION

ELEMENTS:
* Accounting 1 & 2
* Alphabetic Indexing
* Business English
* Business Law Fundamentals
* Business Math
* Communications Skills
e Computer Database 1

* Computer Operating System
Fundamentals

* Computer Spreadsheet/Graphics 1 & 2
e Electronic Calculator

* Elements of Supervision

* Keyboarding 1

* QuickBooksPro

e Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft Access,
QuickBooks Pro, software designed to
prepare for MOS exam

OpPTIONAL COURSE ENHANCEMENTS:
Automated Accounting Simulation
E-Commerce
Internet

Presentation Graphics

EMPLOYMENT OPPORTUNITIES:
* Department Supervisor
* Management Trainer
* Office Manager
* Report Specialist
* Sales Secretary/Assistant

Technology Development Center
5200 Valentine Road ¢ Ventura, California 93003 * (805) 289-1744 « TDD (805) 676-7365

25 WEEKS

COURSE INFORMATION:

Opportunities for administrators and business
office managers are extremely varied. These
career areas develop overall plans, set goals, and
meet deadlines. This curriculum is designed to give
graduates a competitive edge in today’s job market.

The Business Administration curriculum specifically
provides students with complete coverage of
accounting principles and theory, combining financial
accounting, management, communications, and
Microsoft computer applications.

Professionals and managers are finding it necessary to
do their own word processing tasks rather than submit
the work to secretaries. This is why it is imperative to
familiarize each business administration student with
as many software packages as possible.

Students may prepare to take the Microsoft Word and
Excel MOS certification exams.
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BusiNEss PROGRAMS

BUSINESS ADMINISTRATION AND MANAGEMENT 34 WEEKS

ELEMENTS:
* Accounting 1 & 2
* Alphabetic Indexing
* Automated Accounting Simulation

* Business English

* Business Law Fundamentals
* Business Math
e Communications Skills

* Computer Database 1

* Computer Operating System Fundamentals

* Computer Spreadsheet/Graphics 1 & 2
e Electronic Calculator

* Elements of Supervision
* Keyboarding 1
* Payroll Accounting

* Payroll Simulation

* Presentation Graphics

* QuickBooksPro
* Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,

Microsoft Excel, Microsoft Access, Microsoft
PowerPoint, QuickBooks Pro, Automated
Accounting, software designed to prepare for
MOS exam

Opr1IONAL COURSE ENHANCEMENTS:

E-Commerce
Accounting 3

Internet Fundamentals

EMPLOYMENT OPPORTUNITIES:

46

Administrative Service Manager
Department Supervisor

Hotel Manager and Assistant
Management Trainer

Office Manager

Purchasers and Buyers

Report Specialist

Sales Secretary/Assistant

COURSE INFORMATION:

his premium course offers the most requested
selections from our business and accounting
programs in a single curriculum. The components
of this course prepare individuals for the demanding
profession of business management, whether or
not they have previous managerial experience.
Opportunities for administrators and managers
vary widely by company and occupation. This
comprehensive curriculum provides the essential
management and administrative competencies
necessary to get a competitive edge in the job market.
Students begin at the ground level and utilize ample
reinforcement exercises to ensure mastery of every skill
taught.

The instructors who teach this curriculum have 40
years of combined education and work experience in
the Business/Accounting fields. We offer on-going
professional support and individualized instruction.

Professionals and managers find it necessary to use
such software as Microsoft Word, Excel, and Access
to perform their job duties effectively. This is why it
is imperative to understand how to use each software
package to enhance productivity, organizational skills,
and perform managerial tasks accurately.

Students may prepare to take the Microsoft Word and
Excel MOS certification exams.

Technology Development Center
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BusiNEss PROGRAMS

BusiNEss MANAGER - WORLD WIDE WEB

ELEMENTS:
* Accounting 1
* Business English
* Computer Database 1

* Computer Operating System
Fundamentals

e Computer Spreadsheet/Graphics 1
* Desktop Publishing 2 Fundamentals
* E-Commerce

e Electronic Calculator

* Elements of Supervision

e HTML/XHTML/CSS

* Internet Basics

* Keyboarding 1

* Math Intermediate

* Presentation Graphics

* QuickBooksPro

* Web Page Design Fundamentals

e Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft Access, Microsoft
PowerPoint, Internet Explorer, QuickBooks
Pro, Dreamweaver, Photoshop, and software

designed to prepare for MOS exam

Opr1IONAL COURSE ENHANCEMENTS:
Computer Spreadsheet/Graphics 2
Web Page Design 1
Word Processing 2

EMPLOYMENT OPPORTUNITIES:
* Account Clerk
* Administrative Assistant
* Billing Clerk
* Bookkeeper Assistant
* Department Supervisor
* General Office Clerk
* Report Specialist
* Sales Assistant
* Small Business Office Manager

26 WEEKS

COURSE INFORMATION:

he keys to addressing today’s competitive and fast-

changing labor market are versatility coupled
with currently effective business computer skills. The
Web Business Manager course directly addresses these
skills by offering a basic foundation in accounting,
supervision, and a suite of the most popular business
applications. This presents the opportunity to
successfully learn word processing, spreadsheet
applications, database functions, bookkeeping and
Web page creation. All of these skills are necessary
to work competently and professionally in a variety of
business settings.

The majority of jobs in California are reportedly arising
from small business start-ups where a few employees
now handle the work of many. Basic office skills,
including an overview of business English and math,
will augment the accounting training to make students
true multi-tasking specialists.

The recreational, research, and business uses of

the Internet and World Wide Web are exploding,
especially among small and medium sized firms. An
applicant with the skills to create and maintain a basic
Web page for their employer will certainly have a firm
edge over the competition and may in fact be able to
offer a whole new outlet for business exposure.

Students may prepare to take the Microsoft Word
MOS certification exam.

Technology Development Center 47
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BusiNEss PROGRAMS

COMPUTER APPLICATIONS/V OICE INTEGRATION

ELEMENTS:
* Computer Concepts
e Computer Database 1
e Computer Spreadsheet/Graphics 1
* Dragon Naturally Speaking
* Internet Fundamentals
* Presentation Graphics

* Voice Calculator

e Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint,
Microsoft Access, and Dragon Naturally
Speaking

Or1IONAL COURSE ENHANCEMENTS:
ADDITIONAL DRAGON NATURALLY SPEAKING TRAINING IS

REQUIRED FOR ENHANCEMENTS LISTED BELOW.
Computer Spreadsheet/Graphics 2
Medisoft
QuickBooks

Record Management

EMPLOYMENT OPPORTUNITIES:
* Clerical Assistant
* General Office
» Office Assistant
* Office Manager Assistant
* Receptionist
* Sales Support
* Secretarial Assistant

16 WEEKS
COURSE INFORMATION:

his course concentrates on the software and skills

required for an entry-level position in Computer
Applications. Students learn to use software
packages that are typically found in most offices.
Students are presented with a wide variety of the
activities performed in most offices and are given
projects that will assist them in mastering those
activities. The student will also receive specialized
instruction in using Dragon Naturally Speaking voice
recognition software, which accelerates productivity
and streamlines the use of software.

This program offers students the opportunity to
increase their productivity by combining voice
recognition and keyboarding skills. Training in
continuous speech recognition significantly reduces
keyboarding and mousing tasks. Students will learn
to effectively use standard and custom commands
and correction and dictation skills. They will

also receive an introduction to creating their own
customized voice commands.

As the course is competency-based, students will
perform the tasks most required of office workers
using projects to demonstrate their skills.

Heidi is using Dragon Naturally Spealzing’, a
hands-free voice integration software.
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BusiNEss PROGRAMS

CUSTOMER SERVICE REPRESENTATIVE/COLLECTIONS

ELEMENTS:
* Alphabetic Indexing
* Business English
* Business Law Fundamentals
* Business Math Intermediate
* Clerical/Accounting Simulation
e Computer Database 1
* Computer Operating System Fundamentals
* Computer Spreadsheet/Graphics 1
* Electronic Calculator Fundamentals
* Keyboarding 1
* Speed and Accuracy
e Telephone Techniques & Technology
e Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft Access,
and software designed to prepare for MOS
certification exam

Opr1IONAL COURSE ENHANCEMENTS:

E-Commerce
Computer Record Keeping

EMPLOYMENT OPPORTUNITIES:
* Billing and Account Collector
* (Claims Representative
* Credit Clerk
* Customer Service Clerk
* Data Entry Operator
* Inside Sales Representative
* Insurance Claims Representative
* Interview and New Account Clerk
* Order Clerk
* Service Representative
e (all Center Representative

Technology Development Center

19 WEEKS

COURSE INFORMATION:

ustomer service representatives work hand in

hand with billing technicians and accounting
clerks. They work closely with customers and spend
a great deal of time communicating in person, on the
telephone, and in documenting. They must also have
strong management and math skills, as they must
keep a record of collections and know the status of
accounts.

The success of this program is in building a solid
foundation based on necessary and professional office
skills including keyboarding, business English, record
management, math, and electronic calculator.

After becoming familiar with the computer’s
operating system, students will learn to use the
computer as a complete desktop tool, learning
popular business applications to provide expertise in
word processing and spreadsheet design.

Business law presents a basic overview of the concepts
and terminology essential to understanding legal
issues in a business management environment.

This training is culminated by completing a
clerical/accounting simulation, which is used as
reinforcement for previously learned skills while
providing experience in working with realistic clerical
assignments.

Automated office equipment provides information
faster and in larger quantities than ever before
possible. Office professionals who understand new
technologies are always in demand.

Students may prepare to take the Microsoft Word
MOQOS certification exam.

5200 Valentine Road ¢ Ventura, California 93003 * (805) 289-1744 « TDD (805) 676-7365
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BusiNEss PROGRAMS

HuMAaN RESOURCE MANAGEMENT

ELEMENTS:

* Accounting 1

* Alphabetic Indexing

* Benefits Package Simulation

* Business English

* Business Law Fundamentals

* Communication Skills

* Computer Database 1

* Computer Operating System
Fundamentals

e Computer Spreadsheet/Graphics 1

* Electronic Calculator

* Elements of Supervision

* Keyboarding 1

* Math Intermediate

* Presentation Graphics

* Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint,
Microsoft Access, and software designed to
prepare for MOS certification exam

OprTIONAL COURSE ENHANCEMENTS:
Accounting 2
Computer Spreadsheet/Graphics 2
Internet

EMPLOYMENT OPPORTUNITIES:
*  Employee Claims Clerk
e Health Safety Assistant
*  Human Resource Assistant
* Managerial Support Assistant
* Personnel Clerk
* Rewriter
* Secretarial positions

21 WEEKS

COURSE INFORMATION:
I I uman resource managers should be able to

communicate and write effectively and work with
(or supervise) people at all levels of education and
experience, as part of a team. The ability to function
under pressure is essential. Integrity, fair-mindedness,
and a persuasive, congenial personality are important
qualities.

The success of this program is in building a solid
foundation based on important office procedures and
business skills.

Students use Microsoft Office applications to develop
competencies in business productivity by learning to
use the computer as a complete desktop tool.

The business law course presents a basic overview

of the concepts and terminology essential to
understanding legal issues in a business management
environment. Communication skills and elements of
supervision offer practical advice on handling real-life
on-the-job situations. Students who complete the
course will possess the necessary skills for starting an
entry-level career in the personnel field.

Students may prepare to take the Microsoft Word
MOS certification exam.
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BusiNEss PROGRAMS

LEGAL SECRETARY

ELEMENTS:
* Business English
* Business Law Fundamentals
* Computer Database 1
* Computer Operating System
Fundamentals
* Computer Spreadsheet/Graphics 1
* Electronic Calculator Fundamentals
* Keyboarding 1, 2 & 3
* Legal Office Simulation
* Legal Terminology/Transcription
* Presentation Graphics

* Word Processing 1, 2, & 3

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint,
Microsoft Access, WordPerfect, and software
designed to prepare for MOS certification
exam

Or1IONAL COURSE ENHANCEMENTS:

E-Commerce
Internet Fundamentals

Shorthand

EMPLOYMENT OPPORTUNITIES:
* Legal Clerk
* Legal Receptionist
* Legal Secretary

Technology Development Center

23 WEEKS
COURSE INFORMATION:

he Legal Secretary program emphasizes the

general areas of law, followed by the most
common specific areas such as criminal, business, and
civil law. Legal terminology is introduced gradually
into the program so the student is able to assimilate
the legal verbiage over the entire course.

A legal secretary will develop computer literacy

while learning computer office applications, which
include Microsoft Word, Excel, Access, PowerPoint,
and WordPerfect. The student will be able to

prepare correspondence and legal papers under the
supervision of an attorney, including summonses,
complaints, motions, responses, and subpoenas. They
may also review legal journals and assist in other

ways with legal research, such as verifying quotes and
citations in legal briefs.

This curriculum is designed to provide knowledge of
the legal procedures, terminology, and skills necessary
to enable the graduate to secure employment

as a legal secretary in today’s stimulating legal
environment.

Students may prepare to take the Microsoft Word
MOQOS certification exam.
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BusiNEss PROGRAMS

MicrosorT OFFICE BASICS

ELEMENTS:
* Computer Database Fundamentals

* Computer Operating System
Fundamentals

* Computer Spreadsheet/Graphics 1
* Keyboarding 1
* Presentation Graphics

* Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft PowerPoint, and
Microsoft Access

OpTIONAL COURSE ENHANCEMENTS:
Computer Applications 1
Computer Spreadsheet/Graphics 2
Internet Basics

Word Processing 2

EMPLOYMENT OPPORTUNITIES:
* Claims Assistant
* Data Entry Clerk
* General Office Clerk
* Hotel Clerk
* Insurance Clerk

e  Service Clerk

10 WEEKS

COURSE INFORMATION:

he key to successful job hunting is being

competitive with the skills needed in today’s
workforce. The Microsoft Office Basics curriculum
is designed to introduce computer skills to novice
computer users and enhance the skills of re-entry
workers.

After becoming familiar with the computer’s
operating system, students will learn to use the
computer as a complete desktop tool with a suite of
the more popular business applications to provide
expertise in word processing, spreadsheet design, and
database functions.
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BusiNEss PROGRAMS

MicRrosOFT OFFICE PROFESSIONAL (FAST TRACK)

PREREQUISITES: Windows, 25 wpm keyboarding

ELEMENTS:
* Computer Applications 1 & 2
* Computer Database 1
* Computer Spreadsheet/Graphics 1 & 2
* Presentation Graphics

* Word Processing 1 & 2

SOFTWARE: Microsoft Word, Microsoft Excel,
Microsoft PowerPoint, Microsoft Access,
and software designed to prepare for MOS
certification exam

Opr1IONAL COURSE ENHANCEMENTS:
Internet Fundamentals

Keyboarding Speed and Accuracy

EMPLOYMENT OPPORTUNITIES:
* Claims Assistant
* Data Entry Clerk
* General Office Clerk
* Hotel Clerk
* Insurance Clerk

e Service Clerk

Technology Development Center

16 WEEKS

COURSE INFORMATION:

his Fast Track course is designed for the

student who is already familiar with the
computer operating system and has adequate
keyboarding skills. Emphasis for this curriculum
will be developing proficiency in business
productivity applications.

The course prepares the student to take each of
the MOS specialist certification exams that we
offer. Experience will determine the degree of
preparation required to complete the certification
applications.

Cin Microsoft’
Lia.Office
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BusiNEss PROGRAMS

RECEPTIONIST/OFFICE ASSISTANT

ELEMENTS:

 Business English

» Computer Operating System
Fundamentals

« Computer Spreadsheet/Graphics 1

¢ Electronic Calculator

» Keyboarding 1

 Receptionist/Office Assistant Simulation

e Record Management

» Telephone Techniques and Technology

e Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
and Microsoft Excel

OprTIONAL COURSE ENHANCEMENTS:
Computer Database
Internet Fundamentals

Presentation Graphics

EMPLOYMENT OPPORTUNITIES:
* General Office Clerk
* Receptionist- all industries
* Records Management Clerk
* Retail Clerk

¢ Office Assistant

16 WEEKS
COURSE INFORMATION:

rofessional office personnel can make the

difference between acquiring or losing a contract.
Competent receptionists keep the office running
smoothly and in many cases are the first business
contact encountered either in person or by telephone.

This successful program begins by building a solid
foundation with essential office skills and business
procedures. Students will develop computer literacy
while using computer applications including Windows,
Word, and Excel.

The program concludes with a receptionist simulation
that reinforces learned skills while providing
experience with realistic clerical assignments.
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Computer Applications and Graphics Programs

Kathy Yeomans, Instructor
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EmMPLOYMENT OPPORTUNITIES:

56

CompPuTER APPLICATIONS AND GRAPHICS PROGRAMS

COMPUTERIZED MARKETING SUPPORT TECHNICIAN

ELEMENTS:
* Business English
* Computer Concepts
* Computer Database
e Computer Spreadsheet/Graphics 1 & 2
* Desktop Publishing 1
* Desktop Publishing 2 Fundamentals
e HTML/XHTML/CSS Fundamentals
* Internet Fundamentals
* Keyboarding 1
* Marketing/Sales Project Design
e Office Graphics 1 Fundamentals
* Presentation Graphics

* Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft Access, Microsoft
PowerPoint, Internet Explorer, InDesign,
[llustrator, Photoshop

OprTIONAL COURSE ENHANCEMENTS:
Communications Skills
Desktop Publishing Applications

* Customer Service Support

Marketing Assistant

Marketing Coordinator

Marketing Design Assistant

Office Assistant/Sales Support

Sales Assistant

Sales Coordinator

Sales Support

26 WEEKS
COURSE INFORMATION:

his course concentrates on the software and
skills required for using computers effectively
in the marketing and sales fields.

Students learn to create mass mailings from
databases, to use software tools for data
collection and analysis, to create flyers and simple
brochures, and to use good proofreading skills so
that products are shown in the best light.

Students in this course will prepare for the newest
technologies available in the marketplace. These
skills are in demand as companies increasingly
turn to technology to organize the process of
selling and marketing goods and services. They
will see how to apply office software to perform
specific marketing and sales-related office
activities.

The graduate will be a versatile, valuable
employee for today’s competitive businesses.

The student will be given the opportunity to prepare
for the Microsoft MOS PowerPoint certification
exam.

Banner log’o (lesignecl l)y Jlll Lapple
Web Business Graphics/Deslztop Pul)lishing student
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ComputerR ApPLICATIONS AND GRAPHICS PROGRAMS

CoMPUTERIZED OFFICE PROFESSIONAL
ELEMENTS:

e Computer Applications Projects 1

e Computer Database

* Computer Operating System
Fundamentals

e Computer Spreadsheet/Graphics 1
* Keyboarding 1
* Presentation Graphics

e Word Processing 1 & 2

SOFTWARE: Microsoft Windows, Microsoft Word,
Microsoft Excel, Microsoft Access, and

Microsoft PowerPoint

Opr11ONAL COURSE ENHANCEMENTS:

Computer Applications Projects 2
Computer Spreadsheet/Graphics 2
Internet Fundamentals

EMPLOYMENT OPPORTUNITIES:
* Clerical Assistant
* General Office
* Office Assistant
* Office Manager Assistant
* Receptionist

* Sales Support

Secretarial Assistant

Logo clesig’necl ]oy Chris Charney
for Ventura Chamber log’o contest
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16 WEEKS

COURSE INFORMATION:

In the Computerized Office Professional
program, emphasis is placed on learning various
computer business applications. Students are
presented with a wide variety of the activities
used in most offices and are given projects that
will assist them in mastering those activities.

Students learn to use the Microsoft Office suite of
software programs to perform common business
tasks. Students will create letters, memos, and
layouts for newsletters and brochures as well

as learn to design forms. They will also learn
to enter data into a spreadsheet and perform
calculations. They will be able to create tables
and charts for presenting business projections.
This course prepares the student to collect

and manage information using the power of a
database. Students will also see how to create
interesting slide shows and other business or
marketing presentations.

Students will learn to simplify complicated tasks
by using computer shortcuts and macros.
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CompuTER APPLICATIONS AND GRAPHICS PROGRAMS

GRrAPHIC DESIGN (FAST TRACK)

PREREQUISITES: Windows, keyboarding, and word

processing familiarity

ELEMENTS:
* Desktop Publishing 1
* Desktop Publishing 2
* Elements of Design
e HTML/XHTML/CSS Basics
* Preparing Files for the Web
* Office Graphics 1
e Portfolio Development
e Web Page Design 1
e Web Project Applications

SOFTWARE: [Illustrator, InDesign, Photoshop,
Dreamweaver

OPTIONAL COURSE ENHANCEMENTS:
Business English
Computer Spreadsheet/Graphics 1 & 2
Presentation Graphics
Word Processing 1 & 2

EMPLOYMENT OPPORTUNITIES:
* Assistant Web Designer
* Graphic Artist Assistant
* Graphic Designer Assistant
* Graphic Production Assistant
* Graphics Assistant
* Jr. Level Graphic Designer
* Marketing Assistant
* Web Graphics Designer

16 WEEKS

COURSE INFORMATION:

his Fast Track course takes the experienced

computer user into the field of graphics,
teaching the skills needed to create graphics and
to integrate them into both publications and Web
page designs.

Students learn to create well-designed layouts
using dynamic graphics and informative text. The
course emphasizes not only computers, but the use
of good design as well. Students are encouraged
to prepare individual projects that can be added to
their professional portfolios.

Since the fields of Web page design and desktop
publishing both require business graphics as well
as text, students learn on the state-of-the-art
software used by businesses and Web professionals.

TDC Catalog’ Cover Project Ly Technolog’y
Hig’h School student Jesse Hester
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CompUTER APpPLICATIONS AND GRAPHICS PROGRAMS

GRAPHIC DESIGNER FOR PRINT

ELEMENTS:
* Business English
* Computer Concepts

e Computer Spreadsheet/Graphics
Fundamentals

* Desktop Publishing 1

* Desktop Publishing 2

* Desktop Applications

* Elements of Design

* Keyboarding 1

* Office Graphics 1

* Presentation Graphics

* Print Production Concepts

e Word Processing 1

SOFTWARE: Microsoft Windows, Microsoft
Word, Microsoft Excel, Microsoft PowerPoint,
[lustrator, InDesign, Photoshop

OrT1iONAL COURSE ENHANCEMENTS:
Computer Spreadsheet/Graphics 2
Internet Fundamentals
Word Processing 2

EmMPLOYMENT OPPORTUNITIES:

* Assistant Production Manager

Digital Output Specialist
Graphic Artist

Graphic Designer Assistant

Graphic Production Assistant

Graphics Coordinator

Jr. Level Graphic Designer

Sales Support

20 WEEKS

COURSE INFORMATION:

In the Graphic Designer for Print curriculum, the
student begins learning to meet the demands of

a rapidly changing digital graphics environment.
Using computers, the student learns to integrate
text, graphics, spreadsheets, photographs, and
charts into dynamic, interesting, and informative
documents. In order to compete for graphics-based
jobs in today’s labor market, we must gear up by
learning the desktop publishing software required by
upward-moving companies.

TDC uses industry-standard equipment and
software. Students will learn to use both the
Macintosh and the PC to complete their work.
These systems are used in conjunction with laser
printers, scanners, and digital camera equipment.

The student will use digital media to learn proper
placement of text and graphics in publications,
including brochures, newsletters, magazines,
advertisements, and books. Students will participate
in on-the-job projects and are encouraged to
develop dynamic, professional portfolios to show
prospective employers.
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CoMmpPUTER APPLICATIONS AND GRAPHICS PROGRAMS

GRrarHIC DESIGNER FOR WEB
ELEMENTS:

* Computer Concepts

* Desktop Publishing 2

* Elements of Design for Web
Fundamentals

e HTML/XHTML/CSS Basics
* Preparing Files for the Web
* Internet Fundamentals

* Keyboarding 1

* Office Graphics 1

* Presentation Graphics

e Web Page Design 1

* Web Project Applications

* Word Processing 1

SOFTWARE: Illustrator, Internet Explorer, Microsoft
Windows, Microsoft Word, Microsoft PowerPoint,
Dreamweaver, Photoshop

OrTIONAL COURSE ENHANCEMENTS:
Business English
Computer Spreadsheet/Graphics
Flash Fundamentals
Word Processing 2

EMPLOYMENT OPPORTUNITIES:
* Assistant Web Designer
* Graphic Artist Assistant
* Graphic Designer Assistant
* Graphic Production Assistant
* Graphics Assistant
* Jr. Level Graphic Designer
* Marketing Assistant
* Web Graphics Designer

20 WEEKS
COURSE INFORMATION:

his course concentrates on the software and skills

required for entry-level positions in the Web
design field. Students learn to create well-designed
layouts using dynamic graphics and informative text.
The course emphasizes not only computers, but the
use of good design elements as well. Students will
create individual projects to add to their portfolios.

The need for Web designers is on the rise. The Web
site address is as common to businesses today as a
telephone number or a business card, and the need for
Web sites will not slow down in the foreseeable future.

The role of Web designer is a vital link to successful
Web sites.

The basic Web page building blocks include Illustrator
and Photoshop graphics as well as pages designed in a
variety of Web editors, including basic HTML coding
and Dreamweaver. Students learn to use Photoshop’s
advanced features to optimize graphics for the Web
and create animations that enliven a Web site and
make it visually interesting.

Main Garden | Spring | Summer | Winter

Web site desig’ne(l l)y Wyn(lra Roche
Web Page Design
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